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_________________________________________________________________________________________ 

REPORT 191:  GENERAL STUDDIES 
 

DATE SUBJECT ACTIVITY 

MANAGEMENT ASSISTANT 

INTRO N4 

22 JUNE 2020  
COMMUNICATION 

Concise communication 
Telephone technique and etiquette p72 
 
The telephone message 
Must have: 

 Telephone message form 

 Pen 
 
Telephone message form should include: 

 Name and designation (job title) of 
person who message is for 

 Caller’s name, their telephone 
number, job title + name of company / 
department they work for 

 Date and time of call 

 Signature OR name of personal who 
took the call WHY? In case there are 
any queries the person who the 
message is for can ask the person 
who took the message for clarity 

 The actual message 
 Do not repeat info already 

given (Mr Nkosi phoned….) 
 Message must be short, but 

give ALL the info – make sure 
your message is not 
misunderstood 

 Facts must be accurate, and 
details such as telephone 
numbers etc. should be taken 
down correctly (REPEAT the 
info to the caller to make sure 
you have the correct info) 

Complete activity 1 on p73 (make use of 
the telephone message form on p72 

 

23 JUNE 2020  Fax and fax cover page p75 
Included on the fax cover page: 
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 Name of the receiver FOR 
ATTENTION – the person who the fax 
is sent to 

 The company where the receiver is 
employed 

 The name of the sender – FROM 

 Fax number 

 Subject /topic of the fax 

 A brief covering the message 

 Date the message is sent 

 Number of pages (remember your fax 
cover page would be page 1 PLUS 
the other pages that you send) 

 
Complete activity 4 on p76 by using the 
fax covering letter on p76 

24JUNE 2020 Forms and questionnaires p77 
Forms = used to get info such as personal details of a person. 
Read the instructions first!! (what is required of you?) Use block letters, 
write with a black pen only 
 
Questionnaires = is a printed list of questions to be answered by a 
sample group of people to get facts, info or opinions 
In a business = to get consumer info 
In investigation reports = used to find possible reasons for a problem 
 

 Make sure the questions are short, direct and wording simple 

 Limit the number of questions (or people will lose interest) 

 Arrange the questions logically 

 Shouldn’t take more than a minute or two to complete 

  
Complete the application form below by using your personal 
details: 
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The questionnaire below is for employees regarding Covid19: 
 

 
25 JUNE 2020 Invitations p77 

Should contain the following info: 

 Name of the host(s) 

 Name of the organisation 

 Name of the person/couple/company being invited (written 
attractively on the dotted line) 

 The nature of the function 

 Time date and place of the function 

 Name of the guest speaker 

 Type of dress 

 RSVP (when to reply) and date 

 Name, job title, address and telephone number of the person to 
whom the reply should be sent 
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Remember the FORMAT = 3 marks 
1. Frame 
2. Centralised 
3. RSVP LEFT aligned 

 
Complete activity 5 on p78 by designing your own formal invitation 

26 JUNE 2020 Email 

 
 
Activity:  You are the secretary at Covid Communications and you 
need to send an e-mail to the departmental managers 
(admin@covidcomm.co.za, hr@covidcomm.co.za, 
marketing@covidcomm.co.za)  to inform them of the meeting to 
discuss the new procedures at work. The meeting will be held on 

mailto:admin@covidcomm.co.za
mailto:hr@covidcomm.co.za
mailto:marketing@covidcomm.co.za
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Friday 26 June 2020 at the boardroom at 10:00.  CC the CEO of the 
company mr Mtshali (ceo@covidcomm.co.za) 
 

 
 


